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Best Wishes on Temporary Leave Of Absence - 
[Name, Company Name & Address here]

[Date]

Dear [name],

It is great to know that finally now you are going to have a great time with your family on vacations.

Although, you are an important part of our team and we mainly rely on you for a number of things in the office, you really deserve a vacation this time as you worked so hard for the past few months. You also worked overtime when needed.

You can leave for holidays with no tension about work in your mind. Our team will handle everything efficiently during your absence.

Take care. Have a great time.

Best regards,

[YOUR NAME]
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